TECHNOLOGY SERVICES

PaperCut Student Guide

1.0 Sending a Print Job directly from student workstations (Direct Printing)

Students or Guest Users click the Printer icon on the standard toolbar or select the Print Command from the File
Menu or press Ctrl+P on their keyboard to select the specific printer.

& print

Step 1

General | Options

Step 2
Select Printer S ___7)

Default Printer will be

in the classroom or lab. 21 end To Onehlate 2007

L

<

g M - TC202 HP LaserJet 4200 on lit-print

2 HP LaserJet 4200 an lit-print

>

Status: Ready

Location:  TC202

Comment:

Page Fange

@ &l

[ Frint to file

Mumber of copies:

() Pages: 1

page range. For example, 512

Enter either a single page number or »

~ Step 37)
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Cancel

User confirmation Pop-up

Login
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Your login credentials are required for printer access.

Usernarme: |

Passwiord; |

Remembet: |F|:|r khis job anly

*Guest users with a

v
Click Print

H Cancel ]

Ok,

reate a Mew Print Account {Guest)

P2P account select this
option and enter their
print account info.

T text
[Type text] -

pe text]

[Type text]
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PaperCut MF - Message E'

- PRIMTED
L)

Pick up wour print job at lie-print TC202 HP LaserJet 4200,
You have $0.00 remaining in your account,

User receives Delivery
Notification Message

Note: A confirmation message appears in the middle of the computer desktop displaying that the print job was sent directly to a
specific printer, the remaining balance in the user’s account.

2.0 Sending a Print Job to a holding queue for later release (PRS Printing)

Students or Guest Users click the Printer icon on the standard toolbar or select the Print Command from the File
Menu or press Ctrl+P on their keyboard to select the specific printer.

Step 1 4

& print

Kiosk printers allow
for later release via General | Options
arelease station

Select Prin, Step 2

£, NC - TC202 HP LaserJet 4200 an it-prink 'EagTCZEIZ HP Laserdet 4200 an lit-p
: tation on LIT-PRIMT

i3 Send To Onehlote 2007 %

< | ?

Statuz.  Offline [ Print ba file

Location:  Megabptes. TC112, WMPC155

Corment; This queue prints directly to any of the 3 Kiosk statio Find Printer...

Fage Range

@® Al Mumber of copies:

() Pages: 1
Enter either a single page number or a zingle

age range. For exampls, 512
=L e i Step 3 )|

S

Cancel l [ Apply l

Click Print
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User confirmation Pop-up

‘AT Login LT

- - - : : : :

Students log in by entering Y our login credentials are required for printer access.

EAGLE account “Username
Step 4

and Password.” SN ———

= §
FYl H Isername: || |

Password: | |

Remember: |F|:ur this job anly A | l Click Pant

] 4 H Cancel ]

Create a Mew Prink Account {Guest)
—

*Guest users with a
P2P account select this
option and enter their
orint account info.

FYI

User receives Delivery
Notification Message

PaperCut MF - Message

=\ ATTENTICH
1)

‘four document is skored in a Print Release Station (Paw-Station) Queue, Please go to the Station to release vour print job,
Maote: Print Jobs are deleted after a 24 hours period.

Note: A confirmation message appears in the middle of the computer desktop displaying that the print job was stored in a Print
Release Station (Pay-Station) Queue for later release, also indicating that the Print Job will remain in a holding queue for 24 hrs.
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3.0 Adding Value using cash to print accounts via the Add Value Station (Pay Station)

At the Pay Station / Print Release Station (Kiosk), screen users log in by entering their EAGLE
account “Username and Password”.

| Pay Station / Print Release Station

To begin, enter your login details.

For LIT students use your T number and password. LBETRIY
Password

For Guest use your print account.

Guests log in by
entering their P2P-
Print Account
Information previously
created via the
PaperCut User Web

*Contact the help desk if assistance is required.

Guest users must create a permanent print account before adding funds in the PaperCut System, funds added to any account
the system will remain in the account balance for future use. See section “How to create a P2P guest account for printing”

- [ Pay Station / Print Release Station s

User: cmitrahan, Your balance; $0.00

[ —

User’s current balance
isplayed in real

ick Add Value

Cancel All Users may select

‘Done’ to exit this
screen.
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When pressing the ‘Add Value’ button, users are prompted to insert bills in the Bill Acceptor Unit located at the base of the
PRS/AVS and the amount added by the unit is displayed in real time as the User’s Balance is increased.

@U Pay Station / Print Release Station

Insert notes...
User: cmtrahan
Initial Balance:  $0.00

Amount Added:  $0.00

Current Balance:  $0.00

L3

m

After pressing ‘Done’ users are automatically logged out, unless there are pending print jobs to be released in their print
queue in which case they are returned to the Print Job Window.

The Bill Unit lig
will flash green
indicating a ready
status to accept
funds.

P Insert-Bills-Here

o)
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4.0 Releasing a Print Job at the Pay Station / Print Release Station (Kiosk)

At the Pay Station / Print Release Station (Kiosk) screen users log in by entering their EAGLE account “Username and Password.”

Guests log in b
entering their P2P-

Pay Station / Print Release Station

Print Account
Information previously
created via the

PaperCut User Web

Students log in by entering
EAGLE account “Username and

”

. =« LIT students use your T number and password. pEie
Password

For Guest use your print account.

*Contact the help desk if assistance is required.

Guest users MUST send their print jobs from their workstations using their registered P2P print account the PaperCut System;
consequently, when they log in at the Pay Station / Print Release Station (Kiosk) and their print job appears under said account.
See section “How to send a print job to the PRS for later release”

|| Pay Station / Print Release Station

User: cmtrahan. Your balance: $0.00

Printer Document Machine |Pages

* [Print to Kiosk Station http://www lit.edu/ tc202-18.e... 1

x| Users may sel
‘Done’ t it thi
@ There is not enough available credit to print this job. Add credit now? one’ to exit this

_ screen after
Yes il No |
TSN

releasing the desired
print jobs. *Auto log
out if no jobs remain

Step 3 J add funds in queue.

Print All Cancel All
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When the user tries releasing a print job with insufficient funds and clicks print, a message is display with an option to add
funds to the account. If the user clicks the ‘Yes’ button, a dialog appears that instructs them to insert funds to their print
account right at the station by the means of cash $1; $5; $10; $20 in the Bill Acceptor Unit . The inserted amount is then
added/displayed in real time and the print job is automatically released for the user once the required balance is registered
by the system and becomes available in the user’s account.

]

fﬁﬂ Pay Station / Print Release Station

Insert notes...

User: cmtrahan

Funds Required:  $0.05

Initial Balance:

Amount Added:

Current Balance:

All communication dialogs or user interface windows are configured to time out after 30 seconds of inactivity from the user.

5.0 User’s Web interface in PaperCut

Once the users log in to any computer using their EAGLE account, a dialog window appears on the top right corner of their
computer screen displaying their PaperCut (P2P) Balance.

This dialog shows the
balance for the user
logged in. Guest users
log in the workstations
using a temporarily
uest account provided
college with

The PaperCut User Web Interface may also be accessed from anywhere on the network by opening any internet browser

N StenZ J and typing the following URL.

GB v | % http:fipapercut:9191 fapp
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In the event there is a certificate error in Internet Explorer, follow the steps below. Omit Step 3 and 4 if there is no certificate error.

{2 Certificate Error: Navigation Blocked - Windows Internet Explorer

5@ - |"f‘ hkkps: | I papercut: 2192 admin

File Edt ‘iew Favortes Toos Help |x @corvert + [ Select |x & snagl: |2

4 i oo
5.7 Favorites BE|-

"_—‘:a Certificate Error: Mavigati... > ||ﬂ' Lamar Institute of Technology | |

@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.

Step 3 } Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.
We recommend that you close this webpage and do not conti to this wel

Click Continue to

& Click here to dose this webpage.
N Continue to this website (not recommended).

@ More information

(- Certificate Error: Navigation Blocked - Windows Internet Explorer

Ge - |';_" bt (papereat: &1 adrin

Fle  Edi View Favorites Took  Help ‘x @ convert - [ Select ‘x © snagit 2!

-1 i Favorites |00 -

A @ There is a problem with this website's security certificate.

% Certificate Error: Navigati,.. 3¢ ||ﬂ|' Lamar Institute of Technology ‘ ‘

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

y We recommend that you close this

b and do not i to this websi

e @ Click here to dlose this webpage.
Security Warning

= @ Continue to this website (not recommended).
The current webpage is trying to open a site on your intranet.
Do you want to allow this?

Step 4 ']

= @ More information
Current site: res:/fieframe.dil

Inkranet site: https://papercut

g Yes

o i ‘wlarning: sllowing this can expose pour computer to security risks. |f
you dont trust the current webpage, chosse No.
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Students log in using their
EAGLE account “Username
and Password.”

Username |

Guest users with a registered Password ‘
print account in the PaperCut L -
System may log in to their anguage | English

user web interface or register
a permanent print account via

this web registration link.
—N

reate a Mew Print Account (Guest)

Sten 5

The PaperCut Guest Registration Interface may also be accessed from anywhere on the network by opening any internet

browser and typing the following URL

! _":" http: ) {papercut: 9191 fapp

GO




6.0 Account Summary Overview

When users login they are taken to the summary page. |

Summary

dwhblock (Bleck, Dawid) :
[Batance  ~ JENR Users can review their
B total print jobs and pages
[Total poges [ !

Transaction History
Recent Print Jobs
Jobs Pending Release

Web Print

Log Out

Activity

Balance history for dwblock

Users can review their
Account Balance activity

/Users can review their
individual Environmental
Impact caused by their

printing, creating

awareness for better use
of resources and
protecting the

QVironment.

Environmental Impact

? 0.004% of a tree since Mar 29, 2011
j 13 grams of carbon dioxide since Mar 29, 2011
w Equivalent to running a 60W bulb for 0.8 hours

7.0 User’s Rates Overview

i LAMAR INSTITUTE
=] OF TECHNOLOGY

Select

Rates

Users may search for
a specific printer.

Summary
e

Transaction History

Quick Find:
Recent Print Jobs $O1210 6
Jobs Pending Release
Web Print . : -
Log Out device\pay-station-MegaBytes-Kiosk $0.00 Users see rates for all
devi -station-MPC155-Kiosk 0.00 q q
EvEe\nay station e # available printers.
device\pay-station-TC112-Kiosk 4£0.00
lit-print\CB100 Oce VarioLink 3622 $0.00

lit-print\CB121 HP L aserlet 4700



Select
Recent
Print Jobs

8.0 Trasaction HistoryOveriew

B 5 LAMAR INSTITUTE
g cFrEcHNoLoGY
Rates ‘“ Show Filter

B
Transaction date Transacted by m Balance after Transaction type

Recent Print Jobs
May 31, 2010 4:03:27 PM admin 30.16 $3.22 Printer Usage (Full refund

Select
Transaction
History

Jobs Pending Release

Web Print May 31, 2010 3:53:26 PM [system] (print) ($1.28) $3.06 Printer Usage
L8 Ok May 31, 2010 2:17:13 PM [system] (print) (50.16) $4.34 Printer Usage

May 27, 2010 12:57:11 aflmin $4.50 L$4'50 Manual adjustment

/O

ort/Print T5_[a]_E

Start Balance before

Date when user

Describes the type of transaction.

each transaction

transaction occurred

Identifies the staff member who
performed the operation

Users may export data
into different formats:
PDF, HTTP, or Excel

Affected balance after each
transaction is completed

9.0 Recent Print Jobs Overview

; LAMAR INSTITUTE
g cF rEcHNoLosY
Logged in as: dwblod

Summary
Rates % Show Filter (iter active: remove

Transaction History

Print job status
with specific
information for

1] Dat Ch ed T Print P Cost Doc t N Attribs. Stat 2 H
m Usaqge Date Charged To Printer Pages Cost Document Name T atus eVery prlnt jOb
LETTER [ANSI_A}
Jobs Pending Release Duplex: No
Web Print May 3, 2011 6:12:14 PM  dwblock lit-print\C8205 Canon iR-ADV C5051 1 $0.00 Lightroom (Grad-224-Edit.psd) f:;;::;. Na %, Printed
CB204-02125
Log Out CANON UFR
LETTER (ANSI_A)
Duplex: No
May 3, 2011 9:31:21 AM  dwblock lit-print\CB205 Canon iR-ADV C5051 2 $0.00 Microsaft Word - ... = and Leave Formidor  gppp o 0 S Print=d
CB204-02125
CANON UFR
Export/Print 1 &
Printer where job was sent. Print job was
cancelled and
never charge
Users may export data ge,
into different formats: Print job total pages, funds are
cost and document automatically

PDF, HTTP, or Excel

name information refunded to
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10.0 Jobs Pending Release

Users may check and release their pending print jobs in queue via their user web interface “Jobs Pending Release” page

| S7 LAMAR INSTITUTE
mfj oFEcinoLoGy

Summary

Select

Jobs awaiting approval prior to printing are listed below:

Jobs fales ,
™ History [ Release All | [ Cancel All | [ RefieshNow | @ auto refresh (Refresh in: 50) Your balance: $0.00
L ¥ 1un 2, 2010 5:53:53 M mipLiPRS-Calo Microscft Worc - userweb interfzce doc WIPLZ 11 54.40 [crint] [cancel]
¥ 1un 2, 2p10 5:48:58 5M mjpiFRS-E‘.\‘ Miroscft Wore - ... r 3ude 8-18-08.doox KIPLZ 16 S%.ZB [crint] [canceal]

Log Out

User may decide
to print from
here or log in to
any PRS and
release their

Workstation the print

Printer/Format the .
job was sent from

print job was sent

Print Job Cost

print jobs. Jobs

Date/Time the print
job was submitted

Number of pages -
remain in queue

-

Document Name FYI

Sending a print job from the PaperCut user web interface allow users to release directly from their workstations, however
they must pick up their jobs at the destination printer they select after they finish the steps to avoid other jobs from
overlapping. The most secure way for releasing compromising or private information should be via the Pay Station / Print
Release Station (Kiosk).

11.0 Guest Account Registration for guest users (Community users)

Guests or community users are provided a temporarily account to use the PaperCut system and it is only good for 24.
Once the Users logs in to any college computer using their Guest Account , a dialog window appears in the top right corner of the
computer screen displaying the PaperCut (P2P) Balance and a ‘Details...” link where user may access to create this permanent

print account.

Guest may also create a print account directly via the following URL http://papercut9191/app

@@ | _":" htkp:)/papercut; 9191 fapp




Creating a Guest Account

KI'his dialog shows the
balance for the user
logged in. In the case of
guest users is the

e —
@ Balance for cmtra... [= |||
Balance for the

temporarily guest

account provided by the
college with balance=$0

“TECHNC

Click Details...

)

|
Guest users with a registered
print account in the PaperCut
System may log in to their

user web interface or register

a permanent print account via Username “ |

this web registration link.

Password ‘ |

Language | English hd |

Create 3 Mew Print Account (Guest)

Register New User Account

This is a permanent print account for LIT Guest without & T number,

. Step 2 J

LIT students please EXIT and use your T number for printing (i.e, t0000)
LIT Faculty/Staff please EXIT and use your AD username and password.

Guest users
enter required
information

Full Name: || |

Vs Email Address: | |

*Prefix LIT added _
=1 Username: LIT- |:|

*Unique field
Password: | |

* No minimum

.

verify Password: | |

*Alphanumeric
*4 characters

minimum

*HHEBy entering an E-mail address, a registration receipt is sent to you [optional) ***

Register
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Username in PaperCut is unique; user is required to
select another if one has been used.

Password in PaperCut is required to be four (4)
characters long. User is advice to enter the correct
minimum

User Interface Account creation displays a ¢
Guest user receives this confirmation via e-mail to the registered e-mail a

Register New User Account

Thank vou for registering, Your details are;

Full Marme: John Doe
Username: lit-jdoel
Pazsword: [hidden]
Identity Mumber: 095103
1D PIMN: 9283

Guest user may
now log in to their
user web interface

Click "Login" to continue.

Login

The identity number and PIMN may be required to log into some devices,

Register New User Account

This is & permanent print account for LIT Guest without a T number.
**KBy entering an E-mail address, a registration receipt is sent to you {optional) *#*

LIT students please EXIT and use your T number for printing (i.e, 100007
LIT Faculty/Staff please EXIT and use your AD username and password.

Full Name: |.John Doe ‘

|J0hndoe@yah00.com(optmnaD ‘

Your full username will be: LIT-jdoe

Email Address:

Username:

Verify Password:

You must enter at least 4 characters for Password.

Register New User Account

This is a permanent print account for LIT Guest without a T number,
**KBy entering an E-mail address, a registration receipt is sent to you (optional) *#*

LIT students please EXIT and use yvour T number for printing (i.e, t00007
LIT Faculty/Staff please EXIT and use your AD username and password,

Full Name: |Juhn Doe |

|j0hndue@yahoo.com(optional) |

Email Address:

Username: - _
Your full username will be: LIT-jdoe
- o

Yerify Passwo

N

Password is protected
here but in the
confirmation receipt,
user gets via e-mail it
is visible so they can

always refer back if

\ forget password.

FYI

Flease print or take note of this information, and keep the password and PIN private,
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12.0 Web Print

The Web Print function is currently unavailable at this time.

13.0 Print Station

The PaperCut Print Release Station / Pay Station a located at: CB MegaBytes, MPC 155, and TC 112.

The card reader below the keyboard is currently unavailable at this time.




